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Indusind Bank Limited Recruitment 2023 - Appl - ot
Online - Office Manager Post PRY Hiring organization

Job Location Date posted

India March 10, 2023
Remote work from: India

. Valid through
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Base Salary APPLY NOW
Rs. 25,000 - Rs. 30,000

Qualifications
12th Passed/Graduate

Employment Type
Full-time
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Description

Indusind Bank Limited Recruitment 2023

The Office Manager is responsible for the day-to-day operations of the office,
including overseeing office staff, maintaining supplies and equipment, and ensuring
that the office meets all safety and security requirements. The Office Manager will
also develop and implement processes and procedures to improve the efficiency
and effectiveness of the office.

Jobs Near Me

Qualifications:

-+ Proven experience as an office manager

« Strong organizational skills

« Effective problem solving skills

* Excellent communication skills
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Apply Online Jobs

The Office Manager will provide leadership and direction for the overall office
operations. This will include, but not be limited to, the areas of administrative
support, human resources, office services, and facilities management. The ideal

candidate will be an experienced manager with a proven track record of
successfully leading and managing teams.
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Responsibilities:
-Manage day-to-day office operations
-Supervise administrative staff and provide guidance and direction

-Manage employee onboarding and termination processes
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